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Manager Self Service (MSS).
Quick Guide

& Manager logs on to the MSS Portal.
& Manager accesses time records.
& Manager approves or rejects records.

& Employee is notified of approval or
rejection via ESS.




Access the logon screen at: hitps://mybeacon.its.state.nc.us/

Type in your NCID and password (the password will need to be
changed every 90 days)

Click the “log in” button
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sroup 2 agency employees will not be able to access
the BEACON Portal (Emploves Self Service and Manager Self Senvice)
untilthe second go-live on April 1, 2008, We encourage you to take
the ESS and M35 online courses at hitp: ey beacon nc gowvitraining



https://mybeacon.its.state.nc.us/
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F7a beacon Once you have logged into the system,

EOEENENY North Carolina

Office of the State Controller CI|Ck on the “My Staﬂ: (MSS)” tab

‘E My Staff (USS) | My Data €SS)

Detailed Navigation

O My Work Overview
* [ My Team

SeleCt the Approve T|me Sheet » O Employee Information

* O Employee Working Times

Data option from the Detailed + Approve Time Shest Data
= Team Calendar

NaVIgatIOI'] menu = Leave Reguest: Approval

¥ [0 Manage Substitutions




Collective Approval

Following is the manager’s “Collective Approval” screen
In weekly view.

This screen will display all unapproved time employees
have submitted.

Time under or over the “Target Time” for an employee’s
work schedule is flagged in red for attention.

Approve Time by Manager

1 2
i
Collective Approval Review and Save
Weekly View - Simple -

Collective Approval

Emgployee Empl/appl.name Frm To Message Mumber Target Time Approval RepeclionReason
70183459 BEATRICE STACY HON 1052172007 10/27/2007 40 H 40H | Approve &l - -
70194673 LILY DESTINEY SINATRA 102172007 102772007 40H 40H | Approve All

70201787 DANLO FELIPE HAUPTLY 1002172007 10/27/2007 [H| S0H 40H | Approve Al -
Th212262 KATHARNE LAYLA HOBBS 1062172007 1002712007 [II =2H OH | Approve Al ~ -
70218845 ROCK CAITLIN BAULT 1062172007 1005272007 40 H 40H | Approve Al -

Revew b ]




Ive Approval

row is a pulldown menu from which
an select options for time approval:

*Resubmit all Aoprove Al ¥

Approve Time by Manager

[1]
lwal (2] I
Collective Approval Review and Save Completed

View:  |[Weekly View - Simple [=]

70183499 | BEATRICE STACY HON 102102007 | 102772007 | 40H | 40 Hf Approve Al -

70194673 | LLY DESTINEY SINATRA 102172007 10127/2007 40H sof | approve Al ~ -

TO201787 DAMLO FELIPE HAUPTLY 102172007 10272007 m 40 Approve Al -

T0212262 KATHARINE LAYLA HOBBS 102172007 10272007 m a0 Approve Al ™ -

70218845 | ROCIO CAITLIN BAULT 102102007 | 102772007 40 H 40H Napprove a1 f| -
NS

[4 Previous Step | [ Review [¥]




ew and Save

nager has approved/rejected the hours for
ed date range for each employee,
on the “Review” button at the bottom of the screen.

Approve Time by Manager

1
EX {z]
Collective Approval

Review and Save

View: | Weekly View - Simple

70183499 | BEATRICE STACY HON 10212007 | 1072772007 40 [ Approve Al -
70194673 | LLY DESTMEY SINATRA 10212007 | 10/27/2007 ﬂ_tl 40 H| Approve Al
70201787 | DANLO FELIPE HAUPTLY 10212007 | 10/2772007 1] sob| reectan o

70212262 | KATHARNE LAYLA HOBBS 10/2172007 we2ieoer | @M 40 H \ Reject Al

| 70218845 | ROCIO CAILIN BAULT 10212007 | 10/27/2007 40H \epprove Al Jf=

1 Previous St

Review b

v




Review and Save Summary

« On the Review and Save page, rejected and approved
times are arranged by status.

« After reviewing the spreadsheet, click the “Save” button at
the bottom of the screen.

Rejected

.
Approved




nager will then see
nfirmation screen with a
note that the data has been
saved. -

The employee will see the time
status via Employee Self Service
(ESS).

ompleted!

— 2 3 |
Completed

Collective Approval Review and Save

(@ Your data has been saved. |

What do you want to do next?
Approv

tional YWorking Ti

70218645 ROCIO BAULT




Manager Self Service (MSS).
Quick Guide

& Manager logs on to the MSS Portal.
& Manager accesses time records.
& Manager approves or rejects records.

& Employee is notified of approval or
rejection via ESS.
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